Appendix D

Locating Resumix Skills to be used in CPDSS

From the Resumix Recruiter’s Desktop, select Requisition > Select.

E Recruiter's Desktop
Fie Edit Hequisiion Fesume Personal Administation  Help

Fiesumix

M= E3

R equisition |

Search

Resume

Perzonal

Administration

To open a Requisition:
- Click Requisition on Menu Bar
and choose Select:

Bequizition B

Hew

Select
Search

or

- From the Navigation Bar, click
Select on the Requisition Menu.

Help

Hatlobs. com

Interactive Resource Center

Type in the whole or partial name of your requisition and press the Find button.
Highlight the appropriate Requisition and press Select.
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You can type
part of the
Requisition
name and use
the wild card
(Example:
01MAR4AY),




From the Requisition, select the Resumix Search Tab and select Create a New
Search .
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In the Resume Search, under the Qualifications tab, press the From Req button.
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THIS POSITIOM IS A FULL TIME PERMANENT FOSITION.

The position provides executive secretarial and administrative supportto the base
dental surgean, dental superintendent, dental officers and

MCO's. Receives call and greets visitors. Provides dental appointment statistical
data and supporing documentation to organizational

cammanders. Maintains the base dental surgeons calendar, using judgmentin
establishing priorities. Receives incoming correspondence

directed to the dental service, screens material for suspense dates and establishes
contrals for the base dental surgeon and superintendent to

insure compliance with suspense's, current policies and procedures, proper format,
grammar and typographical accuracy. Quality contrals all

Recards of Dental Attendance farms requiring knowledge afthe Air Force procedural =
accounting system through which loss of dental

procedures are identified and precluded, for accuracy prior to inputting statistical
data and technical information for input into the automated

report processing system. Provides administrative support for the Dental Guality
AssuranceiRisk Management Coardinatar.

1. Knowledge ofthe base dental surgeon's responsibilities, priorities,
cammitments, policies and goals as they pertain to higher and lower
echelons of command.

2. Knowledge of an extensive body of rules and procedures as they relate to the
clerical and administrative functions ofthe Dental Service and
the Hospital.
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THIS POSITION IS AFULL TIME PERMANENT POSITION.

The position provides executive secretarial and administrative support to the base
dental surgeon, dental superintendent, dental officers and

MCO's. Receives call and greets visitors. Provides dental appointment statistical
data and supporting documentation to organizational

cammanders. Maintains the base dental surgeons calendar, using judgment in
establishing priorities. Receives incoming correspondence

directed to the dental service, screens material for suspense dates and establishes
contrals for the hase dental surgeon and superintendent to

insure compliance with suspense's, current policies and procedures, proper format,
grammar and typographical accuracy. Guality contrals all

Recards of Dental Attendance forms requiring knowledge of the Air Force procedural =
accounting system through which loss of dental

procedures are identified and precluded, for accuracy prior to inputting statistical
data and technical infarmation for input into the automated

repart processing system. Provides administrative suppon for the Dental Quality
Assurance/Risk Management Coaordinator.

1. Knowledge ofthe base dental surgeon's responsibilities, priorities,
commitments, policies and goals as they pertain to higher and lower
echelons of command.

2. Knowledge of an extensive body of rules and procedures as they relate to the
clerical and administrative functions of the Dental Service and
the Hosnital.

D-4




Knowledge Baze |

{ [an =l
Collapse 4|
; é Desktop Publishers ;I

e Graphing Applic:
e Integrated Packages
EIQ Mizc Computer Terms
Computer Literate
CONCURRENT
Computer System
Computer Yision
Computing Platform
Connection Machine
Convergent
Corex
DPs

Four Phaze
MIPS
Mainframe Account
RISC

-8 Dffice Productivity
[]--e Presentation &pps

you can:

OR

N

FRiesume Search - KEYANS 258511 _
~| x| 0l =] el o] oS E]E

El ]

Qualifications O\rer\riewl Generall Contact' Tracking' Custom' Notesl Full Text Searchy

Experience {years) GPA
’7Fr0m|_ To l_ ’7Fr0m|_ To I_

"Graduation Drate

From Tao
Month | ear Month
y 4

~Text /

—Selected Qualification

Bequired' Qesired' Excluded'

Celete |

Get.Joh Description Erom R

Locah

D] B _Acq Pro Integratn
D ¥ _Acq Program Policy
D] % +Order vE

§% 25+ WP
35+ WP
Accounting Exp
Accounting Systemns
Admin Assistance
Admin Functions
Ancillary
%2 Answer Phones

D & **Computer Literate C——

|»

SALARY RAMGE §25101 - §32635

THIS POSITIONS A FULL TIME PERN

eceives call and greets visit
pointment statistical data an
docurgkentation to organizational

Rgleives incoming carrespondence

To show the Knowledge Base window, \

- Double-click the Resumix skill.

- Click the Knowledge Base icon ﬁ

_

Afartar tn tha dontal carvira crroonc

Decide which Resumix skills you need for your job and at what Element Rule they will be used.
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The Resumix Knowledge Base will appear
showing the specific skill. Double click on
the skill. By doing this, the skill will
populate in CPDSS. NOTE: You must
have CPDSS open on your desktop.
Repeat this process until you have identified
all the skills associated with your job.

If there are other skills you wish to add that
were not identified, type the name of the skill,
in all lower case in the Knowledge base Find
window with a wild card “*” in front and/or in
back of the word ex: *acqg*

Repeat steps above by double clicking on the
skill to add the skill(s) to CPDSS

Please ensure you identify Skills only.

Toggle back to CPDSS once finished.
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